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City of Houston =

Electronic Timekeeping Job Aid

Payroll Services™

ATTENDANCE & LEAVE TASKS FOR SUPERVISORS/MANAGERS

On a daily basis, supervisors ensure that the time & attendance data in the employees’ timecards are accurate and
resolve any issues prior to approval of timecards.

Action Initiated Date - date that the action was ~Action Status - current state of an action; this
first recognized by the system; that is, the date ~ column is important if you have responsibility for
the processor ran and identified the event responding to disciplinary actions
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activity performed by the Time Period| |Previ0us Py Period - |

organization as a result of
an attendance p0|lcy Actions * Punch * Amount > Accruals | Schedule * Approvals ¥ | Attendancg * Leave

Attendance Action Action Action Action Rules Proceszed | Processed
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Action Trigger Date - Action Diate Diste Stetus Date Progress Date Time

. ] Over 56-hours of Sick | 2604/2011 | 20102011 | Initiated
E Emil 00002 4.0 21152011 120020

Qate that Lhe emhplolyeeh 2Ry Sy Over Bd-hours of Sick | 2082011 | 211/2011 | Initiated

Incurred the be f:lVlort at Davis, Ty 00003 45.0 * 300172001 1200280

launched the action e T sone

Over §6-hours of Sick | 210/2011 | 20172011 | Initiated _
Sawyer, Mait | 300005 B0 Over Ba-hours of Sick | 2A1/2011 | 27102011 | Initiated 2172011 | 1Z00AM

Taylar, Ella BO000G SE.00 Qver 86-hours of Sick | 2092011 | 22102011 | Initiated 22011 | 120048M
Thomas, Josh | 800007

Action Completed Date -
date that you documented
the action outcome and

completed the action

Display Employees’ Attendance Actions

1 Select Timekeeping > Attendance From the Time Period list, select the time span for which you
want to view the employees’ attendance information.
2 From the Show list, select the HyperFind query that contains
the employees that you want to view. To view the details of an action, highlight the employee’s name
and select More > Attendance to access the Attendance Editor.

Resolving Attendance Issues prior to Sign-Off

Perform the applicable timecard edits, such as adding Accept the default dates in the Apply Rules dialog box and click
sick time for a shift, and then click Save. OK.

Select More > Attendance. Review the information in the Attendance Editor and confirm that
the balance has been updated.
Click Apply Rules to manually update the Attendance Editor.

Recording Attendance Action Outcomes

1 Select Timekeeping > Attendance and select the name Select the check box on the row of the action you want to complete
of the employee whose attendance action you want to and click Edit.

complete.
P Enter the completed date.

Select More > Attendance.
(Optional) In the Details field, enter text that provides any

Click the Action Details tab. applicable notes.

Select the time period in which the document was Click Save & Return. Notice that the Current Status changes to
generated and click Apply. Completed.
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ATTENDANCE & LEAVE TASKS FOR SUPERVISORS/MANAGERS

KRCM)S’ | g Off | Chanoe Setup | Help

GEMERAL ~ MY GENIES® ¥ TIMEKEEPING ¥ SCHEDULING ¥ MY INFORMATION ~ ® 5

Timecard | Schedule | People | Reports | More *

LEAVE CASES Person & Id |Lc-pez,Tia d| ISUUUU4 =] [ < J » QRO

Time Period |Current Pay Period ;I 2H 802011 = 3042011 m

; ; Last Dates Last Dates
Leave Committec Committec . §
Leave Leave Current PeEay X 5 Committec Committed
Leawve Leave Caze Leawve Documents Leave End Paidl Unpaid . X
Caze Case Leswve Leave Paid Ui
Category Reason Approval Start Date Cryerdue Diste Leave Leawve
Status Code Freguency Reguests " X Leave Leave
Status Time Tirme: Time Time

Open FriLA, Self Self Continuous Approved 2072011 Yes 3Ma852011 1600 1600 202202011 30452011
T T T T A |
Leave Category - type Current Leave Leave Start Date - Leave End Date - Committed Leave Time -
of leave, such as FMLA  Frequency — continuous  date leave starts for ~ date leave ends for number of hours

or Worker’s Comp or intermittent leave an employee an employee committed to paid or
frequency unpaid leave of absence

Responding to a Leave Request from the Inbox

i Select General > Inbox. 3 Click the appropriate response under Your Action.

. . . Note: If ject th ing th .
2 Select the task you want to view and then click Edit. ote: If you reject the request add a note stating the reason

Click Send & Close to process the request.

Committing Intermittent Leave Time Using the Quick Leave Editor

1 From atimecard select Leave > Edit. 3 Click Save & Close.

~

Z Inthe Leave Time Amount column, click the cell for the 4 Verify that the leave time is added to the timecard.
applicable days and enter the number of leave time hours.

Running Attendance and Leave Reports

1 Select the employees to include in the report and click Click Run Report.
the Reports quick link.
6 Click Refresh Status until Complete appears in the Status

Expand the report category using the plus (+) and select the column.
report you want to run.

Click the report name and select View Report to display the
Select the time period from the Time Period drop-down report.
list.

Click OK and then click Save.
From the Set Options tab, click a category in the Options
workspace. Select one or more available options to identify the
report information you need.
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